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Apply for Accounts Officer 


1 message 


Saleem Mirani <salemmirani@gmail.com> Fri, Dec 23, 2022 at 6:13 PM 


To: jobswbproject@gmail.com 


Dear Sir/Madam, 


| am writing to apply for the captioned position . As requested, | enclose my resume. 

The role is very appealing to me, and | believe that my strong technical experience and education make me a highly 
competitive candidate for this position. My key strengths that would support my success in this position include: 

| have 11 Year Plus Experience in Accounts and Administration. 

| strive continually for excellence and Integrity with Stakeholders. 

| provide exceptional contributions to customer service for all customers. 

With a MBA degree in Finance, | have a comprehensive knowledge of Finance and Accounts. | also have experience in 
Business Development, Sales and Administration also. Please see my resume for additional information on my 
experience. 

| can be reached anytime via email at salemmirani@gmail.com or by cell phone, 0305-3278880 

Thank you for your time and consideration. | look forward to speaking with you about this employment opportunity. 


Regards, 


Saleemullah 


2 Saleem CV new 2022(1).pdf 
317K 
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SALEEMULLAH 


\ +923053278880 
9 Lakhoo Mal General Store near GovtPrimary School Mughal Kalwar Ghotki 


™ salemmirani@gmailcom 
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Professional Summary 


A smart, committed and self-motivated individual with a outgoing personality and the ability to develop relationships with 
key business clients and colleagues. Possessing a proven track record of building long-term relationships with clients 
and ensuring that value is provided to their businesses. Able to deliver results under pressure by bringing fresh thinking 
to a project and by fostering long term profitable relationships with key accounts. 


Currently looking for a suitable positions with a exciting and ambitious company where | can achieve my potential. 


< Education 


e MBA -Finance (GPA 3.2/4) 
University of Sindh, Jamshoro (2008) 


fm 


COA 
UJ Experience 


05/2017 to 07/2021 
Accounts Officer - Sewai Foundation 
e Monitoring and Maintaining Financial Transactions 
e Encashment of cheque and disbursement of cash 
e Record Keeping 
e Reconciliation Reports 
e Filling of GRN ,Tax Payment,Vouchers and Quotations 
e Preparation of Budget and Budgetory Control of the organisation 
e Maintaining Bank Accounts. 
e Corresponding with donors for funds 
e Payroll ,Profile and leave roaster of the employees. 
e Procurement of office furniture equipment and stationary 
e Tracking organisation expenses 
02/2014 to 04/2017 


Branch Manager - MCB Bank 
e Management of overall branch operations 
e Ensuring efficiency, effective controls and maintenance of quality service level 
e Checking of bank's activity report; monitoring of suspense and reconciliation of accounts 
e Ensuring that accounts are opened and maintained in line with bank's internal procedures and KYC requirements 
e To maintain and monitor staff attendance, leave record and leave planning of the entire branch 
e — Ensuring internal communication; handling administrative and branch's premises issues 
e Keep team motivated, delegate tasks/decision making as per skills/competencies of staff 


e Timely completion of job descriptions, goal setting and performance appraisal of staff 
04/2010 to 01/2014 

Credit Officer - MCB Bank 

e Review the monthly accruals of credit cases 

e Prepare Credit Line Proposal of existing/ fresh borrower for approval of their credit facilities 

e Issue of Letter of Guarantees 

e Monitoring of pledges sites. 

e Business to Business mobilization for marketing and following up on customer's calls 

e Completion of Charge/Legal documents for Pre/post disbursement formalities. 

e Manage client relationships and follow up for repayments and satisfactory conduct of accounts 

e Maintaining the Lease portfolio and Operating/ managing the Lease System. 


ae & Certificate 


e Three Months Intensive Training at MCB Bank Staff College Karachi on Advances,General Banking and Foreign 
Trade 
e Two Months Internship at National Bank of Pakistan 


Skills 


e Book Keeping 

Data Analysis 

Financial Analysis 

Forecasting Abilities 

Community and Personnel Training 

Proficient in MS Office and Accounting Software 
Financial Management 

Communication and Analytical Skills 

e Budgeting &Resource Management 


dd 
References 


e Will be furnished on request 


